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OFFICE OF THE SECRETARY OF STATE
APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMENT OF ARCHIVES AND HISTORY
' RECORDS MANAGEMENT DIVISION

!NSTRUCTIONS See Pubhmtnon No. 76-F1M 1 for instructions on completing this form. Forward sugned original to

Department of Archives and History, Records Management Division, 330 Capitoi Avenup Atlanta, Georgua 30334,
Attentlon Scheduhng Section. ;

=

FOR AGENCY USE _ 1. Agency Address T FOR RECOARDS MANAGEMENT USE
Application Date Office of Planning and Budget Application Number ' '
‘ Physical & Economic Development Division '7q - Q_‘ ’7 0
Application Number Room 615 . Date Received Date Complated
270 Washington Street EC 17 1979
e Atlanta, Georgia 30334 7 1 oty , | DEC 3% 1978
2. Person to Contact Working Title Telephone Number
Lowell Evjen ___. Director | __656-3861

3. Action Requested - o T

3. [¥ Estabnsn Retention Scheduie; record will continue to accumulate.
b. [J Dispose of present accumulation: no further accumulation anticipated.

¢. 0O Amend Apoptication No. Check One: {1 Change; [ Supercede; T} Void |
4, Dates of Series 5. Records Series Title (followed by title used in office; if different) '
Earliest Latest
| Present STATE AGENCIES BUDGET SUBMISSION (ZERO BASE BUDGET) FILES

I
7. Record Senes Description This file contams the following documents (include form numbers and titles, if any):

File is arranged: alphabetically by State agency; thereunder in volumes when necessary.

{ 8. Monthly Reference Rate “How often are records referred to which are: - - T
Onetosixmonthsold ___________ : Seven to twelve months old oo —; Thirteen to twenty-four months old ;
twenty-five monthsandolder___ 7 '

6. Dms:on and Office Function What is the functlon of the Division and the Office in which this record series is created?

Headed by a Director, this Division performs all functions relating to budget analysis and
policy planning for the agencies of State government responsible for administering State
laws relating to natural resources, transportation and economic development. These agencies
are the Departments of Transportation, Katural Resources, Community Affairs, Industry and
Trade; and the Forestry Commission, the Public Se?ﬁice Commission, and the Soil and Water
Conservation Committee. This Division is also responsible for economic development planning
and planned growth activities.

Attach sampies of the file,

Documenmrehnngto. requesting and justifying requests for budgét appropriations for those
State agencies responsible for administering State laws relating to
natural resources, transportation, and economic development.

included are: one (1) copy of the Zero Base Budget Request (as submitted to 0.P.B.)
from the following State agencles: Department of Transportation, Department
of Natural Resources, Department of Community Affairs, Department of Indus-
try and Trade, State Forestry Commission, Public Service Commission, and
the Soil and Water Conservation Committee; and supporting  Schedules.

chronologically by fiscal year; thereunder

9. Annual Rate of Accumulation of Rerords ' ' | B
Lettersizedrawers . ;legalsizedrawers . _;Shelves__.__ . ____ :Other (specify)

AR-50—71; Hev. 76 (Over) ' T




2 ‘_‘_/__E_s NO J 10 Questlonnasre (Place an_ "X" in the pr roper co column)

e LR s e [ V— — S EE

. 1s this the offlcuai copy of the series? | ' ;
% _If not, where isit?

b« Does the series contain ?onftdenttal qnformation requiring securltv handlmg? If yes, cite Iaw or regulatlon x

f
e e e e e . -1 e

- ] —

X
_ }SJ_Q. Is this a wtal record?

) '
==~ - == = o — e

X L__J _d. Does this series have h:stoncal or long term research va!ﬁe? i

- I [
X ) y B
e. When one or two documents in the file make it necessary to keep the entire file for é Iong perrod c0uld these
X | documents be scheduled separately? = S I ]

| X | . | _f. Isthe information contained in this series ever published? If jgs,jnachmv Annual Budget BE’R"E t

ls the information contained in thls serres ever analyzed and/or recorded in 3 summanzed report?

X1 1 __IMfves attach copy, Georgia's Budget Report for each Fis cal Year

. Is there a duplication of this series in your office, or in another office of eu;ency?DiVlE"ion ‘Planners & Analysts]

x| Jg_yuere? each State agency; Legislatlve Budget Office o ]

F_ X | ts xhlaseruemLa rmaior portion of it] reqularly microfilmed? .

| X ,_*L_Dog.uhe record series result in a computer printout? Georgia's Budget t Report
11. Retention Requirements The following requires the series to be kept:

a. State Law — . yRars. d. Audit period __:_.ifﬁ,;-m__wvears.

b. Statute of {imitation e . Years. ~e. Administrative need e YearS.

¢. Federal law - e _____Years, f. Federal retention instructions __._years,

| 12. Aporoved Disposition Instructions This agency recommends that the file series be cut oﬁ at ths end of each:

e — [P o s m——

Attach copy or excerpt of laws or regulations. Explain administrative need.

A —— S —— N ot 2o e S— S—

O Calendar Year; T Fiscal vear; O Other — _then,

&J Hold in the current files area .—_month(s) . _ year{s); then
O Transfer to local hoiding area, hold ——._______ _year(s); then-

O Transfer to State Records Center;hold . . ____year(s); then

O Destroy.

L1 Transfer to State Archives for permanent retention.

& Other (Specify)

.Division Planners Copy: Cut off file at end of each fiscal year, hold in current
. files area 1 year; then destroy.

Division Analzsts Copy: Cut off file at end of ea¢h fiscal year,'hbld in current
files area 1 year; then retire to State Archives.

These instructions apply to all prior and future accumulations of the series.

| Agenc

—

AR—50-71; Rev.76
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HeadlDes:gnea (S{gnatwe} _|. Records Management Officer (Signature) ___ Date

Date

/2291 1

[2-21-79)
/2 L& 79
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Recommendations in para-
graph 12 are approved, State Auditor/Designee

(If disapproved, attach letter | s
of explanation.] Secreta /Designee

e e —— i e - A

Attorney Genera!/ Des:gnee .
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